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NONAPPROPRIATED FUND POSITION DESCRIPTION JOB TITLE: Courier POSITION NUMBER 0105
JOB SERIES: 0530 PAY LEVEL: NF-1 Summary of Duties:

May perform one or more of the following duties:

Operates a motor vehicle to MWR facilities to accomplish routine cash runs, ensuring that appropriate security
measures are taken to receive and deliver funds and other items safely. Responsible for the issuing and receiving of
funds.

Verifies and accounts for cash receipts turned in that require examination of cash and cash processing documents for
validity, negotiability, and completeness. Assists with preparation, reconciliation, and maintenance of records.
Ensures that appropriate security measures are used to protect and prevent the loss of moneys and other items.
Responsible for protecting and repelling the attempted theft of funds, other items and property for which incumbent
is responsible. Must maintain secrecy regarding confidential, sensitive or official matters.

May operate a two-way radio in order to monitor courier vehicles location, and to relay instructions or messages.
Performs other related duties as assigned

Minimum Qualifications:

Must have a valid driver's license. Must have a good knowledge of cash handling procedures and regulations and the
ability to count large sums of money with extreme accuracy. Must be able to use office equipment and machines
typically used for counting money, and have the ability to communicate with others in a clear and concise manner.
Six months of experience is preferred.



